Job Description

School St Margaret’s C of E Primary School, Horsforth. LS18 5BL
Job Title School Business Manager
Grade PO1

Conditions Of service  NJC
Responsible to Head teacher
Responsible For All General Office staff

Special Conditions this post is subject to a higher level check with the Disclosure & Barring Service. Please
note that a criminal record will not necessarily be a bar to obtaining employment; this will depend on the
circumstances and background to any offence.

Job Purpose: To provide strategic vision and leadership to all aspects of Budget, Finance and premises.

To lead, operate, maintain and develop the financial procedures and systems of the school, as well as the
provision of confidential secretarial and administrative support, in order to aid the smooth running of the
school, in co-operation with the Leadership Group and Governors, ensuring that legal and safety requirements
with regard to people and property and function of the school are maintained. To lead and manage the school
site and its buildings, their maintenance, development and efficient use. To function as line manage for the
general office staff. Play a central role in the Leadership Group. Ensuring that the school is fully prepared to
meet OFSTED financial and safeguarding criteria. To liaise with relevant members of the LEA/Council.

To manage all aspects of school business management in a sustainable and eco-friendly manner.

Responsibilities

Supervision of administrative support staff and lunch-time supervisory staff, arranging absence cover when
necessary (in conjunction with the Head Teacher).

To lead the clerical staff, allocate duties and prioritise work, monitoring work, discipline and welfare matters.

To line manage the superintendent in the day to day running/maintenance of the school premises, e.g.
ensuring repairs are carried out.

To manage the administrative function including the administrative ICT facilities, school reception,
reprographic, records and telephones.

Monitoring progress towards their achievement

Contributing to the maintenance of a caring and stimulating environment for pupils.

To provide for and maximise income generation within the ethos of the school; to be the point of contact with
the L.E.A. and other agencies with regard to grant applications, gifts and donations.

To be responsible for securing bid-based competitive funds by effective use of bidding systems and contacts.

To advise the Head and governors on investment and financial policy, preparing appraisals for particular
projects and for the development of a business plan (long term strategy) for the future development of the
school.

To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services.

To be responsible for the arrangements for school facilities including: i) catering; ii) transport; iii) bookings for
school facilities.

To be responsible for seeking professional advice on insurance and advising the Governors on the appropriate
insurances for the school. Implementing the approved insurances, and handling any claims that arise.

To manage all finance systems.



To prepare estimates for the annual school budget and such supporting information and projected costs as
may be required in order that decisions about the composition of the final budget can be made.

To prepare, in liaison with the Head Teacher and Finance, the final school budget.

To institute and control systems for receiving and recording income.
Preparation of accounts and audits for the Head Teacher and for Governors, the Leeds City Council Audit or
external auditors.

To use financial management information, especially benchmarking tools, to identify areas of relative spend,
assess trends and directly advise the SLT accordingly.

To be responsible for the day to day management of the school budget, ensuring its efficient operation
according to agreed procedures and to maintain those procedures by conducting at least an annual review
(Statement of Internal Control)

To monitor all accounting procedures and resolve any problems, including:
The ordering, processing and payment for all goods and services provided to the school.

Preparation of invoices and collection of fees and other dues, including working with the LA in the recovery of
bad debts.

To prepare all financial returns for the LA and other central and local government agencies within statutory
deadlines.

To purchase either directly or indirectly, the school’s energy supplies.

To devise, implement and control all school monetary accounts.

To ensure compliance with the Financial Management Standard in Schools.

To ensure best value assessments are made for all significant purchases of goods and services.

To be responsible for general personnel matters including employment clearance for new staff
(references/child protection)

To lead the professional development and performance management of administrative staff and the
superintendent.

Plan for, arrange and report on staff development aspects for all staff.

To ensure that school is thoroughly safeguarded through the management and administration of the Single
Central List, DBS, List 99 and ISA’s.

To advise Governors and staff on policies related to safer working practice.
To be responsible for all staff contracts and co-ordinate the administration for teacher recruitment.

To advise the Governors on the policy needed to comply with legislation concerning employment protection,
equal pay, sex discrimination etc., and the implementation of these policies in the school.

The recruitment of admin. staff — interviewing, induction and training.
Managing Staff Attendance and Leave to ensure a continuous service throughout the year.
Monitoring staff attendance, leave and punctuality and carrying out sickness attendance meetings

As part of managing staff attendance, the School Business Manager will represent school at dismissal
hearings related to sickness management procedures.

Reporting sickness, attendance and punctuality issues to the Head Teacher, School Improvement Partner,
Manage induction procedures for all staff.

Manage and monitor the content for the staff handbook.



To ensure emergency procedures are current and timely and be responsible for the review and update of the
school’'s emergency plan and operate the elements linked to the resource management responsibility.

Manage the development of extended schools activities, with particular reference to the local community.
To devise a premises strategy, overseeing services and contracts management.

To be responsible for the letting of the school premises to outside organisations and school staff, and for the
development of all school facilities for out-of-school use, with particular reference to the local community.

To acquire and dispose of land and buildings as authorised by the Head Teacher and Governing Body. To
draw up outline specifications for new buildings, obtaining tenders, obtaining planning permission and liaison
with building contractors and the school architect.

Responsible for the systems and general management of the school’s administrative and financial computer

network, the implementation of appropriate Management Information Systems and the full computerisation of
the administration accounting and record system, including desk top publishing. Acting as System Manager

for the administrative computer network.

To provide for the preparation and production of all school records and publications.
To direct and manage the upkeep of pupil records.

To oversee the production of reports and returns to the LA, DFE and Governors including the CENSUS,
attendance and roll returns and pupil performance data.

To be responsible for obtaining the necessary licenses and permissions and ensuring their relevance and
timelines.

To provide advice to the Head Teacher and Governors on admissions and appeals policy; to develop a school
admissions and appeals policy.

To act as clerk to the Governing Body committees; taking minutes, distributing agendas and advising the
committees.

Oversee the supervision of sick or injured children in a sensitive and appropriate way, while waiting to be
collected. Notify parents or carers of sick children.

Oversee reception and visitor care, dealing with all enquiries.

Responsibility for bringing class registers to assembly point in the event of a fire alarm.

To promote the school to different audiences and raise the profile within the local community.
To liaise with local businesses for fundraising and joint projects.

To ensure effective liaison with other schools. For example, organising and, where appropriate, managing
initiatives and projects associated with the Family of Schools.

To manage enquiries from parents and carers regarding admission to the school.
To liaise with the Head Teacher, parents and carers and the L.E.A. regarding the offering of places.

To manage the record of applicants, arrange visits/appointments with the Head Teacher, send out standard
letters and record replies.

To enter data on each pupil using a database.

To comply with policies and procedures relating to child protection, health, safety and security, confidentiality
and data protection; reporting all concerns to an appropriate person.

Be responsible for safeguarding children and promoting their welfare and following child protection procedures
To be aware of and support difference and ensure equal opportunities for all.

To contribute to the overall ethos/work/aims of the school.



To develop constructive relationships and communicate with other agencies/professionals.
To attend and participate in regular meetings, sharing expertise and skills with others.
To participate in training and other learning activities and performance development as required.

To support, uphold and contribute to the development of Equal Rights policies and practices in respect of both
employment issues and the delivery of services to the community.

To recognise own strengths and areas of expertise and use these to advise and support others in their own
Continuing Professional Development.

Be routinely involved in more complex day to day issues, one-off projects.
Produce standard documents.
To contribute to the management of change within the school.

Input at a high level of responsibility for the successful and smooth running of the school in many areas,
particularly the supervision of all clerical support, financial, budgetary and statistical control, pupil welfare and
building maintenance.

To use computer reports to monitor finance situation.

Undertake research and download documents and information.

To compile papers for presentation to the Head Teacher and/or Governors.

Attend Governors’ meetings to assist the Head Teacher and to present information.

Attend and contribute at Senior Management meetings.

Qualifications

Level 4 Business Diploma or equivalent knowledge and experience gained within the service area
PERSONAL SPECIFICATION

ESSENTIAL REQUIREMENTS: It is essential that the Candidate should be able to demonstrate the following
criteria for the post within the context of the specific role duties and responsibilities: Candidates will only be
shortlisted for interview if they can demonstrate on the application form that they meet all the essential
requirements

Method of Assessment will be through one or more of the following Application Form, Test, Interview, and
Certificate

Skills Required
Able to communicate effectively with a wide range of people including sensitive and complex information
Able to produce and present reports and data for the Head Teacher and Governing Body.

Able to establish and maintain accurate records using both manual and electronic systems e.g. Excel, Word,
Publisher, PowerPoint, Databases.

Able to accurately enter/retrieve data information from information systems

Able to contribute to the improvement of the service including processes and procedures
Able to prioritise own and team’s work to meet conflicting deadlines

Effective organisational skills.

Ability to lead and motivate staff.

Commitment to quality and continuous improvement.

Confidentiality & Integrity.



Knowledge Required
In depth knowledge of business management and office procedures and practice

In depth knowledge of relevant financial regulations to carry out financial transactions, contract management
and bid / grant process

Level 4 Business Diploma or equivalent knowledge and experience gained within the service area
Of procurement processes and procedures

Experience Required

Of dealing with more complex queries from a wide range of people and producing reports to a high standard
Considerable experience of working in partnership with others to deliver work to set deadlines

Of providing customer focussed services

Of supervising and developing staff including undertaking appraisals

Of participating in teams and working on own initiative without ready access to senior leadership
Of the use of the Microsoft package

Of extracting and analysing data from information databases

Of Fund-raising/submitting bids.

Behavioural & other Characteristics required

Committed to continuous improvement.

Ability to understand and observe the School and Leeds City Council’'s Equal Opportunities Policy.

To carry out all duties having regard to an employee’s responsibility under the School and Leeds City
Council’s Health & Safety Policies.

Willingness to actively participate in training and development activities to ensure up to date knowledge, skills
and continuous professional development

Willingness to be flexible with working hours to respond to school’s needs.

DESIRABLE REQUIREMENTS: It is essential that the Candidate should be able to demonstrate the following
criteria for the post within the context of the specific role duties and responsibilities: Candidates will only be
shortlisted for interview if they can demonstrate on the application form that they meet all the essential
requirements

Skills Required

Able to solve problems and create innovative solutions.
Networking skills

Knowledge Required

N/A

Experience Required

Of working in a school environment.

Of Human Resource management

Of facilities management.

Behavioural & other Characteristics required

N/A
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